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Creating a Daily Work Report

This section will explain how to create a Daily Work Report (DWR).

™ SiteManager Panel
Main Panel T D aily ‘work Reports(+] ]
S m X [
Contract Craily *fark Cantractar Change Civil Bightz[+] M aterialz Acceszones(+]
Administration]+] RS E! Pavments[+] Orderz(+] Management(+]

“Double-click” on Daily Work Report (+) icon, located on the Main Panel

E SiteManager Panel

Main Panel T D aily Work Reports[+] ]
= == — 2l
Hiztomn Ciiany Item - O%/R Contract ltem - D4R Template

Adjustments Template Dw'F Template Jzage Report

“Double-click” on Daily Work Reports icon.
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¥ AASHTO SiteManager

File Edit Services Window Help

ERNLEY DS

= Daily Work Reports

DWR Info. Contractors " Cantractar Equip. D aily Staff i ‘work, [tems ¥ Force Accounts

Contract 1D: Ingpector:  |Update

DWR Date: | 01/05/03

Locked: W

Authorized: Flo

Authorized Date: |00/00/00

Mo Work Items Installed: v Work Suspended: [

Mo Contractors On Site: v Suspended Time: 00:00 =

Mo Daily Staff On Site: v INDOT Resumed Time: 0000

b

fell 4

Remarks:
|

The Daily Work Report window will open.
There are six tabs where contract information will be captured:
= DWR Info: Daily Work Report documents information pertaining to the
status of the construction contract. This tab contains a variety of Remarks

categories.
* Contractors: Contractors daily attendance record referring to Contractor’s
workforce such as: Supervisor(s),  Worker(s) by personnel type

= Contractors Equip: Contractors Equipment tab documents the presence
and use of equipment on the job site by selected Contractor(s).

= Daily Staff: Daily Staff tab will not be used by INDOT.

* Work Items: Work Items tab is used to document installed work items by
selected contractor by project. And Material Information Data (MID)
associated to the work item

= Force Accounts: Force Accounts tab will not be used by INDOT

¥ AASHTO SiteManager

Fil= Edit
H s Chrl+Alt-+K
7 Dw Process Status quip. D aily Staff i otk [tems ¥ Force Accounts ]
Contrac!
SOMS Ctrl+Shift+5
4 Stockpiles Chrl+5hift+P
DWW, History Chrl+5hift+D
Preview DWR Chrl+Shift+y Work Suspended: |
Suspended Time: 00:00 ﬁ
DOT Resumed Time: 00:00 ﬁ

“Click” on Services located above the toolbar.

“Click” on Choose Keys from the dropdown list.

If a contract is already open then “click” on the New :D button on the toolbar to begin
entering DWR information.
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E Contract ID E|

Selection

@ Contract 1D |

Find : |

Contract 1D

Contract 1D ¥endor Description Fed State Proj Mbr  Status County Lv¥l2 Lvi3 Lvi4
R -30001 BLACK SIDE UP PAVING STF 3387005 ACTY  WARRICK EED OMS
R -30002 COVER &LL HOLES CO STF 3387005 ACTY  WARRICK EED OMS
R -30003 BIG JOHM CO&L CO STF 3387005 ACTY  WARRICK B60 ONS
PAVE'UM RIGHT CO ACTY  [WARRICK E I EE
R -30006 BLACK SIDE UP PAVING STF 3387005 ACTY  WARRICK EED OMS
R -30007 COVER ALL HOLES CO STF 3387005 ACTY  WARRICK EED OMs
< >
118 Cancel

The Select Contract window opens.
The Bottom Panel contains the following columns:
e Contract ID: is the identification number assigned to the contract.
¢ Vendor ID: is the INDOT assigned identification number for the Prime
Contractor.
¢ Fed State Proj Nbr: is the unique identifier for the project.

or Archived.
County: column shows the county where the majority of the work is located.

Lvl 3: The Lvl 3 column is not utilized by INDOT.
Lvl 4: The Lvl 4 column is not utilized by INDOT.

the actual work location.

“Double-click” on the appropriate Contract ID.

Status: column indicates current status of the project, Active, Pending, Complete,

Lvl 2: The Lvl 2 column indicates the District Office administering the contract.

Location Description 1: the Location Description 1 column is the description of

If a different contract has previously been selected “click” on the open & folder located

on the toolbar and select the appropriate contract.
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DWR Info tab

File Edit Services Window Help

ERMTE De=cEdE T

L Daily Work Reports

DWR Info. Y Contractors " Contractor Equip. Draily Staff i ‘whork, [tems ¥ Force Accounts
Contract ID: |R -90004 Ingpector:  |Update

DWR Date: | 00/00/00

Locked: F

Authorized: FJD
Authorized Date: |00/00/00

Mo Work Items Installed: [+ Work Suspended: [
Mo Contractors On Site: v Suspended Time: 00:00 ﬁ
Mo Daily Staff On Site: [v INDOT Resumed Time: 0:00 ﬁ
Remarks:
EED Issues ~ Spell Check
General Remarks
Media/Press
v

The top section contains the following information:
Contract ID: the Contract ID is the identification number assigned
to the contract.
Inspector: the Inspector field contains the name of the individual that
is creating or has created the Daily Work Report. This field is
populated automatically.
DWR Date: the DWR Date is the date the DWR record was started and saved.
Once the date is saved it cannot be changed or deleted. The current date will
automatically populate in the date field. To change the date, “double-click” in the
DWR Date field.

Select Date

September 2007
S M TWTF S

1
2 3 4 5[6 7 &
o 10 11 12 12 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
0

<]

| oK | Cancel |

“Click” on the appropriate date and “Click” OK.
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¥ AASHTO SiteManager
File Edit Services ‘Window Help

Bi? DEeEdEF
| Daily Work Reports
: DWR Info. Contractors " Cortractar Equip. [raily Staff i Wwork [tems Y Force Accounts

Contract ID: R -30004 Ingpector:  |Update
DWR Date: | 01/05/09
Locked: Flo
Authorized: FJD
Authorized Date: |00/00/00
No Work Items Installed: v Work Suspended: v
Mo Contractors Dn Site: [+ Suspended Time: 08:00 ﬁ
Mo Daily Staff On Site: v INDOT Reszumed Time: 16:0 j
Remarks:
PE/S Low Temp -~ Spell Check

PE/S Traffic Control D
PE/S Weather

v

The middle panel contains the following information:

® Locked: the Locked field will not be utilized by INDOT and will remain No. This
field automatically populates.

¢ Authorized: the Authorized field notifies the viewer that the DWR has been
reviewed and approved. Once the DWR is authorized it cannot be modified. This
field automatically populates.

¢ Authorized Date: the Authorized Date field contains the date the DWR was
approved. This field automatically populates.

The bottom left section of the middle panel contains:
e No work Items Installed,
¢ No Contractors On Site,
¢ No Daily Staff On Site (not utilized by INDOT)
Check boxes are pre-populated with a check mark until information is entered on the
appropriate tabs in the DWR.
Once the information is entered and saved the check mark is no longer populated.

Work Suspended field is used to record time when the contract work is suspended. Time
1s based on a 24 hour clock (Military time).
NOTE: Only the PE/S populates the work suspended information.

“Click” in the Work Suspended check box, if appropriate.
“Click” in the Suspended Time field. This is a 24 hour clock time.
“Enter” the appropriate time the work was suspended.

“Click” in the Resumed Time field. This is a 24 hour clock time.
“Enter” the appropriate time the work was resumed.
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¥ AASHTO SiteManager
File Edit Services ‘Window Help

EllFY DESHE R

| Daily Work Reports
i DWR Info. Contractors " Cortractar Equip. [raily Staff i Wwork [tems Y Force Accounts
Contract ID: R -30004 Ingpector:  |Update
DWR Date: | 01/05/09
Locked: Flo
Authorized: Flo
Authorized Date: |00/00/00
No Work Items Installed: v Work Suspended: |
No Conbtractors On Site: v Suspended Time: 00:00 ﬁ
Mo Daily Staff On Site: v INDOT Reszumed Time: 00:00 ﬁ
Remarks:
DWR Work Dperations # | |Enter remarks here Spell Check
EED lssues
General Remarks [
v

During the life of the contract additional information will need to be recorded.

The following are Remarks category options: (the remarks * are shared with the Diary

only the PE/S will enter remarks for these (*) categories in the Diary window)
e Accident

District Staff Review

DWR Work Operations

EEO Issues

General Remarks

Media/Press

Other

Personnel Remarks

PE/S Controlling Operation *

PE/S Fractional Day Workable *

PE/S High Temp *

PE/S Low Temp *

PE/S Traffic Control Devices *

PE/S Weather *

Safety Violations

Staff Remarks

Supervisor Remarks

Traffic

Visitor

Work Suspended
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¥ AASHTO SiteManager
File Edit Services ‘Window Help

ERL? De=sdE@E

= Daily Work Reports

DWH Info. i Cortractors " ConbractorEquip. Daily Staff i Wik [tems " Force Accounts
Contract ID: R -30004 Ingpector:  |Update

DWR Date: | 01/05/03

Locked: F

Authorized: Flo

Authorized Date: |00/00/00

No Work Items Installed: [+ Work Suspended: [
No Conbtractors On Site: v Suspended Time: 00:00 ﬁ
Mo Daily Staff On Site: v INDOT Reszumed Time: 00:00 j
Remarks:
EED lssues # | |Enter remarks here Spell Check
General Remarks =i
Media/Press
v

“Click” the Remarks type from the scroll list to the left of the Remarks field.
“Enter” appropriate information in the Remarks field.
“Click” the Save [ icon located on the toolbar.

The Spell Check —2*% button is located to the left of the Remarks window.
Refer to training document I-4 Spell Check.

Spelling: English {U.5.)

Motk in Dickionary:

remarks Ignore Once

Ignore Al

Add to Dictionary

Suggestions:

Change

Change Al

AutoCoprect

Dictionary language: |English (.5 e |

Cancel .
After entering information by Remarks type, “click” on the Spell Check =2 button.
Modify the spelling using the buttons located on the right side of the Spelling window. If
the spelling does not need changed “click” Cancel or “click” OK if the following

window opens as no words were misspelled.

Spell Check x|

|

L] E The speling check is complete For the selected remark,
[

“Click” the Save [ button located on the toolbar before clicking on another tab.
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Contractors tab

The contractor’s personnel information will be recorded in the Contractors tab. At a
minimum a Contractor must be selected to allow Work Items to be recorded on the
Work Items tab.

Note: The Contract Master List must be created before the Supervisor/Foreman,
Personnel Type and Contractor’s Equipment can be selected. To find the Contract
Master List navigate from the Main panel to DWR to Reference tables(DWR) to

Contractor Master List. The PE/S will need to populate the Contract Master List.

File Edit Services ‘Window Help
mRE? D g BE

DWW Info. ] Contractors " Contractar Equip. [raily Staff i Wwork [tems Y Force Accounts

Contract ID: |H -90004 Ingpector: |Update Date: |D1£DS£DS

|[:onllaclm | Nbr of | Nbr of ’ INDOT
Supervisors Workers

|_Supewisol!Foleman Mame: Enter Supervizor/Foreman information before editing Contractor panel - Nbr | INDOT
of Supervisors field.

[Personnel Type: Enter Personnel information before editing Contractor panel - Mbr of INDOT
Mbr of Workers field.

Persons

The Contractors tab contains three panels for collecting information:
¢ Contractor: contains information pertaining to the identities of the contractors
operating on site the date of the DWR
e Supervisor: contains information pertaining to the contractor’s supervisor types on
site the date of the DWR. Note: The number of Supervisor types will total in the
Contractor panel under Nbr of Supervisors.
e Personnel Type: contains information pertaining to the numbers and classification
types of non-supervisory personnel working for the contractor on the DWR date.
Note: The number of Personnel type will total in the Contractor panel under Nbr
of Workers.
“Click” on Contractor panel.
“Click” the New [1 button located on the tool bar.
NOTE: If there are no options to select in the dropdown on the Supervisor/Foreman
Name or the Personnel Type check the Contract Master List to verify the Master List
was created.
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P anSHTO SiteManager
File Edit Services ‘Window Help

mge? s g EE

EDain Work Reports

DWW Info. 1 Contractors " Contractor Equip. [raily Staff i Wwork [tems Force Accounts
Contract ID: |R -30004 Ingpector:  |Update Date: ID‘I /05409
Contractor Nbr of Nbr of
Supervisors Workers

99-9999966  PAVEUM RIGHT CO ** PRIME * PAVE'UM RIGH
99-9999699  REFLECTIVE GUARDRAIL CO. REFLECTIVE GL
99-9999644  GRINDING TEETH MILLERS GRIMDIMNG TEET]
99-9999655  ODD SHAPE COMCRETE CO. 00D SHAPE CO
99-9999666  MOLEHILL S0D CO. MOLEHILL SO0
99-9939677  MIGHT TIME PAYING CO. NIGHT TIME PAbefore editing Contractor panel - Nbr | INDOT
«| | »
[Personnel Type: Enter Personnel information before editing Contractor panel - Mbr of INDOT
Mbr of Workers field. Persons

“Click” on the drop down arrow.

“Click” the appropriate Contractor from drop down list.

P aasHTO siteManager
File Edit Services ‘Window Help

mEE? DS uR|OBEE

EDain Work Reports

DWW Info. ] Contractors " Contractar Equip. [raily Staff i Wwork [tems Force Accounts
Contract ID: |R -30004 Ingpector:  |Update Date: ID‘I /05409
Contractor Nbr of Nbr of INDOT
Supervisors Workers

Supervizor/Foreman Mame: Enter Supervizor/Foreman information before editing Contractor panel - Nbr | INDOT
of Supervisors field.

[Personnel Type: Enter Personnel information before editing Contractor panel - Mbr of INDOT
Mbr of Workers field. Persons

“Click” on Supervisor/Foreman Name panel located in the middle panel.

“Click” the New [ button located on the tool bar.
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P anSHTO SiteManager
File Edit Services ‘Window Help

mEr2 0svROBE]

DWW Info. 1 Contractors " Contractor Equip. [raily Staff i Wwork [tems Force Accounts
Contract ID: |F| -90004 Ingpector:  |Update Date: ID‘I /05409
Contractor Nbr of Nbr of INDOT
Supervisors Workers
PAVE'LM RIGHT CO = PRIME ** 1

Supervizor/Foreman Mame: Enter Supervizor/Foreman information before editing Contractor panel - Nbr | INDOT
of Supervizors field.

%ridge Farman
Ernbankment Foreman

Foreman

Grade Fareman

HkA Paving Foreman

= of INDOT

SONS

“Click” on the Supervisor/Foreman Name drop down list and select the appropriate
Supervisor/Foreman type.

P aasHTO siteManager
File Edit Services ‘Window Help

EMeE2 Do ga 86

DWW Info. ] Contractors " Contractar Equip. [raily Staff i Wwork [tems Force Accounts
Contract ID: |F| -90004 Ingpector:  |Update Date: ID‘I /05409

Nbr of
Supervisors
AE'LIM RIGHT CO ** PRIME ==

Supervizor/Foreman Mame: Enter Supervizor/Foreman information before editing Contractor panel - Mbr | INDOT
of Supervisors field.

Foreman LI [

Hidd Paving Foreman LI |

Personnel Type: Enter Personnel information before editing Contractor panel - Mbr of Workers | MNbr of INDOT
field. Persons

Repeat these steps until all of the Contractor’s Supervisor/Foremen types have been
selected. (Remember to click on the New [ button located on the toolbar to make an
additional entry)
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I ansSHTO SiteManager
File Edit Services ‘Window Help

=N = ===

DWW Info. 1 Contractors " Contractar Equip. [raily Staff i Wwork [tems Force Accounts
Contract ID: |F| -90004 Ingpector:  |Update Date: ID‘I /05409
Contractor Nbr of Nbr of INDOT

Supervisors Workers

939999966 PAVE'UM RIGHT CO_ PRIME *

Supervizor/Foreman Mame: Enter Supervizor/Foreman information before editing Contractor panel - Mbr | INDOT
of Supervisors field.

Foreman LI [

Hta Paving Foreman ;I [

Personnel Type: Enter Personnel information before editing Contractor panel - Mbr of Workers | MNbr of INDDT
field. Persons

E quipment Operator

E quipment Operatar

Groundmat

Herbicide Applicatar

|ndiana State Trooper

Iron Wwiorker

The Personnel Type, Number of Persons are associated to the Personnel Type for the
contractor.

“Click” on Personnel Type located in the bottom panel.
“Click” the New [ button located on the toolbar.
“Select” the Personnel Type from the drop down list.

For each Personnel Type, “enter” the Number of Persons in the Nbr. of Persons field
located to the right of the Personnel Type in the bottom panel.
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I ansSHTO SiteManager
File Edit Services ‘Window Help

zgr2 D2 yL[OEE)

DWW Info. 1 Contractors " Contractar Equip. [raily Staff i Wwork [tems Force Accounts
Contract ID: |F| -90004 Ingpector:  |Update Date: ID‘I /05409
Contractor Nbr of Nbr of INDOT
Supervisors Workers
BE  PAVE'UM RIGHT CO ** PRIME ** 2

Supervizor/Foreman Mame: Enter Supervizor/Foreman information before editing Contractor panel - Mbr | INDOT
of Supervisors field.

Foreman x| [
Hia Paving Fareman Rl
ITonnel Type: Enter Personnel information before editing Contractor panel - Nbr of Workers Mbr of
field. Persons
E quipment Operator LI
Teamster/Truck driver Lll

Repeat these steps until all of the Personnel Types and Number of Persons have been

selected or entered. (Remember to “click” on the New [1 button located on the toolbar to
make an additional entry)

“Click” the Save E button located on the tool bar.

Note: Only one Contractor’s information can be entered at a time.

To enter additional contractor’s information “click” on the Contractor panel and “click”

on the New [I button located on the toolbar. Follow the steps beginning with page 9 and
repeat the steps listed.

The Remarks 2 balloon is located on the tool bar for any additional information.

Note: The Remarks balloon is only available for when using the Foreman and Personnel
Types panels.

“Click” on the Remarks balloon, enter remarks then “click” the Remarks balloon icon

to close. Note that the Remarks balloon now has lines on the & icon which makes it
obvious that remarks have been entered.
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Contractor Equipment Tab

File Edit Services ‘Window Help

ERET De ag-

= Daily Work Reports

DWW Info. Contractors " Contractor E quip. [raily Staff i Wwork [tems Y Force Accounts

Contract ID: R -30004 Ingpector:  |Update Date: (01/05/09
Mbr of Mbr of INDOT
Contractor Supervisors Workers

99-3393633  REFLECTIVE GUARDRAIL CO.
[99-9999966  PAVE'UM RIGHT CO = PRIME = ~| 2 14

‘ Nbr. of ‘ Nbr INDOT

IE quipment ID - Description Pieces Used

“Click” on Contractor Equip. tab.

Contractor’s equipment must be associated to the appropriate Contractor for each day
worked. Two panels appear for collecting information:
¢ Contractor: the Contractor tab is for selecting the identity of the contractor
whose equipment use data is to be collected.
e Equipment ID - Description: the Equipment ID — Description panel is used to
1dentify the equipment used by the selected contractor on the DWR date.

“Click” on the appropriate Contractor in the top panel.

If no contractor is populated in the top panel “click” on the dropdown arrow and “click”
on the appropriate Contractor.

NOTE: If there are no options to select in the dropdown on the Equipment ID-
Description check the Contract Master List. The PE/S will need to populate the
Contract Master List before the dropdown will have the choices. (The path to the
Contract Master List is as follows: Main Panel/Daily work Reports/Reference
tables(DWR+)/Contract Master List)
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¥ AASHTO SiteManager
File Edit Services ‘Window Help

ERL? D g QM

= Daily Work Reports

DWW Info. Contractors " Contractor E quip. [raily Staff i Wwork [tems Y Force Accounts
Contract ID: R -30004 Ingpector:  |Update Date: (01/05/09
Nbr of Nbr of INDOT
Contractor Supervisors Workers

99-9933653  REFLECTIVE GUARDRAIL CO.
|99-9999966  PAVE'UM RIGHT CO = PRIME = B | 2 14

Nbr. of ‘ Nbr INDDT

E quipment ID - Description Pieces
- i 0
AC100 Ajr Compressor A
AndL100 Aetial man litt

ASP100 Agoregate Spreaderiplacer

BH100 Back Hoe

Bib100 Boring Machine

< 3

The appropriate pieces of equipment and the appropriate number of pieces of equipment
on-site will be selected from the bottom panel.

“Click” on Equipment ID-Description field.

“Click” the New [1 button located on the toolbar.

“Click” on the appropriate Equipment ID-Description from the drop down list.
“Enter” the appropriate number of pieces of equipment related to the description on-site
in the Nbr. of Pieces column.

“Enter” the appropriate number of pieces used in the Nbr Used column.

NOTE: Force Account information is not recorded here.

“Click” the Save H button located on the toolbar.
Repeat this process for each Contractor to associate their equipment to them.

Daily Staff Tab
INDOT will not use the Daily Staff portion of the DWR.
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Work Items Tab

File Edit Services ‘Window Help

EEFE & &~

| Daily Work Reports
D'wF Infa. Contractors " Caontractor Equip. Daily Staff 'l Work Items i Force Accounts 1
Contract ID: [R-90004 Inspector: |Update= Date: [01/05/03
Project Line Item Category 5 upplemental -
Instldl Mumber Number Number Item Code |Description D escription 1
[~ [eE20710 0037 000 715-02629 [SAFETY METAL END SECTION, 6:1, 450 mm
[T [sE20710 o028 [ [715-03584 EAFETY METAL END SECTION, 41, 450mm |
[~ [aE20710 o033 |oom |715-05021 FIFE, T*PE 3, CIRCULAR, 375 mm |
[T [sE20710 0040 oo [715-05121 FIPE, TYPE 1, CIRCULAR, 450 mm |
[~ [eEz0710 0041 [oom |715-05152 FIFE, T*PE 2, CIRCULAR, 450 mm |
[~ [eE20710 o042 |oom |720-44000 CASTING, ADJUST TO GRADE |
[~ [eE20710 0043 |oom |720-44015 CASTING, 2, FURMISH AND ADJUST TO GRADE |
[~ [aE20710 o044 |oom |720-45030 JNLET, E7 [
[~ [EE20710 0045 (] |720-45070 JNLET, 124, [10:1
[~ [aE20710 0046 (] |501-04308 ROAD CLOSURE SIGH ASSEMBLY |
[T [s820710 0047 oo |501-06207 [TEMPORARY PAVEMENT MARKING, REMOY ABL|
[~ [aE20710 |oo4s (] |801-06625 DETOUR ROUTE MARKER ASSEMBLY |
[T [sE20710 0043 oo |301-06540 CONSTRUCTION SIGHN, A |
[~ [eE20710 o050 |oom |501-06645 COMSTRUCTICN SIGN, B |
[T [ss20710 o051 |ooan |301-06775 MAINTAINING TRAFFIC |
[~ [aE20710 o052 |oom |s01-07118 BARRICADE, lI-A |
[~ [eE20710 0053 |oom |801-07119 BARRICADE, -6 | E
< >

“Click” on Work Items tab.
The DWR Record Work Items List appears containing columns for:

e Instld: Instld is an indicator that the work item information has been entered for
the item. A check mark automatically appears when the item information has been
entered.

¢ Project Number: Project Number is the identification of the project which
contains the work item.

¢ Line Item Number: Line Item Number is the bid proposal line number for the

work item

Category Number: the default setting of 0001 will be used.

Item Code: Item Code is the INDOT defined code describing the work item.

Description: Description is the title or description of the work item.

Supplemental Description 1: Supplemental Description 1 is used to provide

additional information for the work item. Use the scrollbar to view the information

¢ Supplemental Description 2: Supplemental Description 2 is used to provide
additional information for the work item. Use the scrollbar to view the information

“Scroll” down to find appropriate work item.
“Click” to highlight appropriate item.
“Click” on Record Work Item & button located on the toolbar.
NOTE: Verify the item number corresponds with the correct Project Number.
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¥ AASHTO SiteManager

File Edit Services ‘Window Help

ElFT DS g- N

| Daily Work Reports

DWW Info. Contractors " Cortractar Equip. [raily Staff i Work ltems i Force Accounts 1
Contract ID: R -30004 Ingpector:  |Update Date: (01/05/09
Project Nbr: 9620710 Line Itm Nbr: [ 0024 Item Code:|611-05437 Category Nbr: 0oom
Item Desc: MALBOX ASSEMBLY, SINGLE Unit Price: $185.00000

Supp Desc 1: [

Supp Desc 2: |
Oty Reported to Date: 0.000  Qty Authorized to Date: |0.000 Units Type: |EACH
Aty Installed to Date: 000 Bid Qty: |5.000 Pay To Plan Qiy: []

Status: Ective Aty Paid to Date: .oong Current Contract Qty: |5.000

IWLDC Seq Nbr |Localion Installed | Placed Qty. |Plan Page Mumber |Temp|l Used

Material Inspection Detail
Material Component Cont Est Matrl Gty Satisf Repr Matrl Oty Reprt Matrl Oty Matrl Unit
Mtailbox Asshly 5.000 0.000 0.000  EACH

The Record Work Items window opens containing three panels.

e The top panel contains details of the work item plus a summary of previously
reported quantities for the work item.

¢ The middle panel collects work performed information for the DWR. This is the
only panel to enter information.
e The bottom panel contains Material Inspection Details. (Sampling and Testing

requirements with reported quantities)

“Click” in the middle panel.
“Click” the New [ button located on the toolbar.
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1 AASHTO SiteManager
File Edit Services Window Help

AWEE D g O #=@r A

1 AASHTO SiteManager
File Edit Services Window Help

OREE Deod O s<>BEFF A

™ Daily Work Reports ¥ Daily Work Reports

DWR Info Contractors " Cortiactor Equp. Dally Staff Work Items Force Accounts D Infa. Contractors Contractor Equin. Dally Stalt Work Items Foice Accounts
Contract ID: |R-30004 Inspector: [Update  Date: [01/05/03 Contract ID: [R-90004 Inspector: [Update  Date: [01/05/09
Project Nbr: 3620710 Line Itm Nbr: | 0024 Item Code:|511-06437 Category Nbr: 0001 Project Nbr: | 9520710

Item Desc: MAILEO)( ASSEMBLY, SINGLE
Supp Desc 1: |
Supp Desc 2 |

Unit Price: 418500000

Oty Reported to Date: 0.000
Qty Installed to Date: 000
Qty Paid to Date: i}

Qty Authorized to Date: [1.000
Bid Qty: [5.000
Current Contract Qty: [5.000

Placed Qty.  |Plan Page Number [Templt Used

Uniits Type: [EACH
Pay To Plan Qty: []

Status: [ctive

ocation Installed

Line Itm Nbr: | 0015

Item Code:401-07334

Category Nbr- 0001

Item Desc: RC/A-HMA, 3, 76, SURFACE, 8.5 mm

Unit Price: 45330000

Supp Desc 1: |

Supp Desc 2:

Qty Reported to Date: B72.360
Aty Installed to Date: B72.360

Status: [active Qty Paid to Date: 672,360

Qty Authorized to Date: 572,360
Bid Qty: [784.000
Current Contract Qty: [754.000

Units Type:| Mg

Pay To Plan Qty: []

Example 1
The following fields open for data entry;

Example 2

[Loc Sea Nbi [L [Coc Seq Nbr [Location Installed | Placed Qty.__|Plan Page Number Templl Used
T T R R [ o524 D
Placed Qty: | |000" Plan Page Mbr:| 0 Contractor: | | Placed Qty: | 000 Plan Page Nbr:| [l Contractor: | |
Loc Seq Nbr:[i Lacation: Meammd Indicator Loc Seq Mbi:[2 Location: Measured Indicator
Station [Ilfsg[ Distance Statio uum Distance Station Dffset Distance Station Offset Distance .
From: + 000 To: 000 From: + 000 00 To: + 000, oo jf =N
Material Inspection Detail Material Inspection Detail a
Material Component ContEstMatrl Oty  SatisfRepr Matrl Oty ReprtMatr Oty Matrl Unit Material Component ContEstMatrl 0ty Satisf Repr Matrl Gty ReprtMatrl Oty Matrl Unit
Wailbax Assbly 5.000 0000 0000 EACH QCIA HUL 9553 754,000 0000 672360 Megeoram (SI) (Metric Tan)
QCIA HUL 9554 784,000 0000 672360  Megeoram (SI) (Metric Tan)
QCIA HUL 9555 784,000 0000 672360  Megeoram (SI) (Metric Tan)
CAIAPCS12 784,000 0000 672360 Megeoram (SI) (Metric Tan)
v

¢ Placed Quantity: Placed Quantity is the quantity for pay associated to the item
for that day’s work. “Enter” the Placed Quantity. Example 1
NOTE: If a DWR Template is available, this field will be grayed out. Data will be

populated after the template is saved. Example 2(template information page 20)

DR Info. Contractors Contractor Equip.

Contract ID: Inspector:

F -90004 Update  Date: |01/05/03

Daily Staff

Work Items Force Acc

= Daily Work Reports

aLnks

Project Nbr: 9620710 Line Itm Nbr: | 0024

Item Code:|611-06457

Category Nbr: 0om

Item Desc: MAILEIOX ASSEMBLY, SINGLE

Unit Price: $185.00000

Supp Desc 1: [

Supp Desc 2: |

Qty Reported to Date: 0,000
Oty Installed to Date: .oog

Status: Ective Aty Paid to Date: .0og

Qty Authorized to Date: |0.000
Bid Qty: |5.000
Current Contract Qty: |5.000

Units Type: |[EACH
Pay To Plan Qty: []

Loc Seq Mbr [Location Installed Placed Qty.  [Plan Page Number [Templt Used
N N [ N I

Placed Qty: | 1.000 Plan Page Nb:|

Loc Seq Mbr: |1 Location:

Station

From: +|

Py

Offset Distance

000 [

000 Te:| |

Material Inspection De
Cont Est Matrl Oty Satisf Repr Ma
5.000

Material Component
dailbox Asshly

15 Contractor: |PAVE'UM RIGHT CO
/E'UM RIGHT CO

* PRIME =
= PRIME =

e Plan Page Nbr: Plan Page Nbr is the page number from the contract documents

to be referenced.

“Enter” the plan page number, if appropriate.

associated to that item.

Contractor: Contractor is a list of the Prime contractor and Sub-contractors

“Click” on the appropriate Contractor from the drop-down list.
NOTE: The sub-contractor must be associated to the line item and approved on the
current date or a prior date before it is available in the Contractor drop-down

list.

B-1-1
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¥ AASHTO SiteManager

File Edit Services ‘Window Help

EREE D agd O s A

| Daily Work Reports

DWW Info. Contractors " Cortractar Equip. [raily Staff g Work ltems i Force Accounts 1

Contract ID: R -30004 Ingpector:  |Update Date: (01/05/039
Project Nbr: 9620710 Line Itm Nbr: [ 0024 Item Code:|611-05437 Category Nbr: 0oom

Item Desc: MALBOX ASSEMBLY, SINGLE Unit Price: $185.00000
Supp Desc 1: [
Supp Desc 2: |

Aty Reported to Date: 0000 Qty Authorized to Date: |0.000 Units Type: |EACH
Aty Installed to Date: il Bid Qty: [5.000 Pay To Plan Qty: []
Status: Ective Qty Paid to Date: .0oo Current Contract Qty: |5.000

I|7Loc Seq Mbr [Location Installed Placed Qty. |Plan Page Number |Templt Used

T iesia g W |

Placed Qty: | 1.000 Plan Page Nbr:| 15 Contractor: |P&VE'UM RIGHT CO = PRIME == =1
Loc Seq Mbr: |1 Location: |Line 5-1-4 i o

Station DOffset Distance Station Offset Distance oh ¢

From: | 100 +| 99.000 it | 12000 Te:| 100 +| 95.500 rt| 12000 N
Material Inspection Detail
Material Component Cont Est Matrl Oty Satisf Repr Matrl Oty Reprt Matrl Gty Matrl Unit
hlailbozx Asshly 5.000 0.000 0.000  EACH

¢ Loc Seq Nbr: Location Sequence Number is the sequence number for the
installation record for the item. This is an automated function.

¢ Location: Location is a brief description of the location where the work item was
installed.

e Station Offset Distance: Station Offset Distance is the station and offset from
the location associated to the work being installed.

“Enter” the beginning and ending stations with offsets, if appropriate.

e Measured Indicator: Measured Indicator identifies that the installation of this
work item was field measured.
NOTE: If you enter stationing, you must enter offsets in order to save information.

“Click” on the Y to indicate the item was field measured, if appropriate.

“Click” the Save & button located on the toolbar.
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¥ AASHTO SiteManager

File Edit Services Window Help

ElET Dagd O s A

k| Daily Work Reports

DR Info. Contractors Contractor Equip. [raily Staff Work ltems Force Accounts
Contract ID: |R -30004 Inspector: |Update Date: |01/05/09

Project Nbr: 9620710

Line Itm Mbr: [ 0024 Item Code:|611-05497

Category Mbr: oot

Item Desc: MAILBOX ASSEMBLY, SINGLE Unit Price: $185.00000
Supp Desc 1: [
Supp Desc 2: |

Units Type: |[EACH
Pay To Plan Qity: []

Aty Reported to Date: 0000  Qty Authorized to Date: |0.000
Aty Installed to Date: i} Bid Qty: |5.000

Status: Ective Aty Paid to Date: .oon Current Contract Qty: |5.000
I|V oc Seq Mbr [Location Installed Placed lJl_v Plan Page Number |Templt Used

I R I R

Placed Qty: | 1.000" Plan Page Nbr:| 15 Contrachor: |PAVE'UM RIGHT CO = PRIME =l
Loc Seq Nbr: [1 Location: Line 5-1-4 Mo e I ndicator
Station Offzet Distance Station Offzet Distance o Y
From:| 100 4 | 95.000 | 120000 To:| 100 4] 95.500 it 12000 N
Material Inspection Detail
Material Component Cont Est Matrl Gty Satisf Repr Matrl Oty Reprt Matrl Gty Matrl Unit
Mailbox Asshly 5.000 0.000 0.000  EACH

Material Inspection Detail- located in the bottom panel. This information will assist by

B-1-1

showing Work Item material’s testing and reported quantity history.
Material Component: A short description of each material associated to the work
item.
Const. Est. Matrl Qty: Contract Estimated Material Quantity is the quantity of the
component material to be used on the contract. [(Bid Quantity + change order
quantity) of Contract Item times the Conversion Factor].
Satisf Repr Matrl Qty: Satisfied Represented Material Quantity is the total
material quantity reported on the Contract tab of Maintain Sample Window. For
the given item, from the Contract tab the Total of Represented Quantity on samples
for the material.
Reprt Matrl Qty: Reported Material Quantity is the total material installed. This
is calculated based on Installed Quantity of Contract Item times the Conversion
factor.
Matrl Unit: Material Unit is the Unit of measure for component material.
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DWR TEMPLATES

Some Work Items will have “Templates” associated to them, when the contract is
activated, which are required to be used to record measurements and ease computation of
quantities.

NOTE: If an item is added to a contract by Change Order the templates must be
associated by the PE/S see the training document B-6-1 Associating a DWR Template
to a Contract Line Item.

NOTE: If the Placed Qty field is grayed out there is a template associated and additional

buttons are located on the toolbar to navigate in the DWR template.

¥ AASHTO SiteManager
File Edit Services ‘Window Help

= Daily Work Reports

DWW Info. Contractors " Cortractar Equip. [raily Staff g Work ltems i Force Accounts 1

Contract ID: R -30004 Ingpector:  |Update Date: (01/05/039
Project Nbr: 9620710 Line Itm Nbr: [ 0077 Item Code:|805-05566 Category Nbr: 0oom

Item Desc: PAYEMENT MESSAGE MARKING, REMOVE Unit Price: $30.00000

Supp Desc 1: [
Supp Desc 2: |

Aty Reported to Date: 72800 Gty Authorized to Date: [14.400 Units Type:| m2
Aty Installed to Date: 14.400 Bid Qty: |3.000 Pay To Plan Qty: []
Status: Ective Qty Paid to Date: 14.400 Current Contract Qty: |9.000

I|7Loc 5Seq Nbr |Location Installed Placed Qty. [Plan Page Number |Templt Used

[

Placed Qty: | .000° Plan Page Nbr:| [l Contractor: |P2VE'UM RIGHT CO = PRIME = Ea|
Loc Seq Nbr: |1 Location: [5-1-4

{ Eii
o |

Station Offset Distance Station Offset Distance
From: +| .0an | 000 Ta: +| .0an | .0oa

Material Inspection Detail
Material Component Cont Est Matrl Gty Satisf Repr Matrl Oty Reprt Matrl Oty Matrl Unit
Mane 9.000 0.000 14.400  Mone

" Measured Indicator

After selecting the “Work Items Tab” and “Clicking” on the New L1 button, the DWR
Template & button will appear on the toolbar if Templates are associated to this work
item.

Notice the Placed Qty field is grayed out. This is only grayed out when a template is
associated. The Placed Qty will be populated when the Template is saved.

“Enter” the Data in the lower panel of the Work Items window.
“Click” the Save H button located on the toolbar.

Note: At a minimum the Contractor and Location information must be entered. It is not
necessary to enter the Stationing as it will be entered in the DWR Template.

“Click” on the DWR Template E button located on the toolbar.

B-1-1 Page 20 of 39



3 AASHTO SiteManager

File Edit Services Window Help

W = F R
ﬂ DWR Template

Contract: |F -30004 Ingpector: |Update DWH Date: |01/05/09
Project Nbr: [3520710 Line Itm Mbr: 0077 Loc SeqMo:[1

Item Code & Desc: 50505868  |PAVEMENT MESSAGE MARKING, REMOVE

Template ID Description Used Detail/ |Returns
Multi Line Value

GenEntm2 |Eenera| Entry m2 “— “— "7

]

[

“Click” on the appropriate template to highlight it.
“Click" on Record Template Data & to begin entering field measurement data.

Note: Only use the General Entry template to enter data when the data cannot be
entered into another template such as for a negative quantity.

¥ AASHTO SiteManager

File Edit ZServices ‘Window Help

BElME D gl &8xBE

Contract: |R -30004 Inspector: [Fiy, Hyrum D. DWR Date: [19/14/07
Project Nbr: [3620710  Line Itm Mbr: 0077  Loc SeqMNo:[1
Item Code & Desc: [808-05866  |PAVEMENT MESSAGE MARKING, REMOYE
Pavement Message Markings. Remove
Total Daily Area ’7‘1850 m2
Page 1 of 1
From: Station [ Ref Dffset Dist To: Station [} Ref Dffset Dist
[23 '+ | 84210 |[Right =] | 1.200 [ 42+ 3350 [Left ]| [ 3100
Standard Pavement Message Markings
Deszcription Quantity Description  Quantity Description  Quantity
“Ahead™ [ o Combo Arow | 2 “Exit | O
"Left* [ 1 "Only" [ 3 Raiload "R | D
“Right* [ 1 "RXR* | 0 “School” [ 0
“Stop™ I—D Straight Arrow ’—D “Turn™ l—‘l
Turn Arrow I—D "HING™ I—D
Remarks |General Remarks can be entered here.
lémd Here
}And Here
lnd finally here!

Enter the data in the appropriate fields.

“Click” the Save [ button located on the tool bar to complete computations.
NOTE: The calculation totals for the item will be in the top panel of the template
“Click” the New [1 button to open additional pages for additional areas.

“Click” the Close & button to return to the Work Items Tab.
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P aASHTO SiteManager
File Edit Services ‘Window Help

EDain Work Reports

DWW Info. Contractors " Cortractar Equip. [raily Staff i Work ltems i Force Accounts 1

Contract ID: |R -30004 Ingpector:  |Update Date: ID‘I.-"DE.-"DS

Project MNbr: | 9620710 F ks [G 1B Kks) -
Item Desc: [RC/GA-HMY ks can also be placed here ;I Spell Check |
Supp Desc 1:
Supp Desc 2:
Aty H
Oty |
Status: Ective g

Loc Seq Mbr (Location In|

Placed Qty: | 500,000 Plan Page Nhl:l 0 Contractor: |FAVE'UM RIGHT CO = PRIME ** LI
Loc Seq Mbr: I‘I Location: IMainIine Measured Indicator,
Station Offzset Distance Station Offset Distance =y
From: I + | .aoa I | 000" Ta: I +| .DDD| | 000 N
Material Ingpection Detail f’
Material Component Cont Est Matrl Oty Satisf Repr Matrl Gy Reprt Matrl Gty Matrl Unit
QCHEA HMA 9553 754,000 0.000 672.360  Megagram (S0 (Metric Ton)
DA HMA 555 4 754.000 0.000 G72.360  Megagram (S0 (Metric Tom
QA HMA 955 5 784,000 0.000 672,360  Megagram (S0 (Metric Ton)
CAC AP OS2 754.000 0.000 G72.360  Megagram (S0 (Metric Tom

hd

Remarks: Remarks balloon located on the tool bar is to be used for General Remarks.

“Click” on the Remarks 5~ button.

“Enter” remarks in the Remarks balloon, if applicable.
“Click” on Spell Check if appropriate to verify correct spelling.

“Click” on Remarks (- button again to close Remark window.

Notice that once the remarks balloon had been populated the remarks icon appear with
lines®.

“Click” Save & button located on the toolbar.
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Preview DWR
The Preview DWR button i will allow a quick preview of the data entered into the
DWR.

The attachments and templates will not appear but the item totals from the template will
be located in the Placed Quantity field.

P aasHTO siteManager
File Edit Services MWindow Help

FDaily Work Reports Preview DWR

DWW Info. Contractors " Conbractor Equip. Daily Staff " Work ltems Force Accounts

Contract 1D: |F| -90004 Ingpector:  |Update Date: ID‘I A05/09
Project Nbr: [~ 5620710 Line Itm Nbr: [ 0077 Item Code:|S08-05865 Category Mbr: | 0001

Item Desc: PAVEMENT MESSAGE MARKING, REMOVE Unit Price: | $30.00000
Supp Desc 1:|

Supp Desc 2: |

Aty Reported to D ate: 91.300 Oty Authonized to Date: [14.400 Units T.\FDBZI m2
Aty Installed to Date: 14 400 Bid Qry: [3.000 Pay To Plan Qty: []
Status: Ective Aty Paid to Date: 14.400 Current Contract Qty: |9.000

|Loc Seq Mbr [Location Installed Placed Qty.  [Plan Page Number [Templt Used
5-1-4 18

Placed Qty: | 18500 Plan Page Nhl:l [ Contractor: IF'AVE'UM RIGHT CO = PRIME = LI
Loc Seq Nhl:l‘l_ Location: |S-1 -
Station Offset Distance Station Offset Distance
From [ 4] o[ 000 Te:[ 4 000 | o
Material Ingpection Detail

Material Component Cont Est Matrl Oty Satisf Repr Matrl Oty Reprt Matrl Gty Matrl Unit
Mone 8.000 0.000 14.400  Mone

Ll
N

" Measured Indicator)

“Click” on the Preview DWR [ button located on the toolbar.
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ﬂ Print Preview
Mext Print | Setup._. | Zoom... | Save As... | Cloze | v Rulers
aitibutallaa bl il Lo
+] [+
2 RPT-ID: RDWRHCOMN INDIANA DATE: 01/09/2009 E
Gl USER: update Department of Transportation PAGE: 1 of 3 =
E Update =2
1_: DAILY WORK REPORT FOR CONTRACT: R -30004 _1
3 |pWR Date01.05/2003] Contract ID R 50004 |Authorized: No [Locked Mo [Paid: No E
3 Inspector 1D: update Inspector: Update F
E High Temp: 0 Low Temp: [ A M. Condition: P_M. Condition: 2
2—: Work Suspended Time: 00:00 Work Resumed Time:00:00 | Mo Work Items Inslld: No Contrs Plesenl:D Mo Staff Present: E :—2
3 Remarks: Yes General Remarks Enter remarks here E
= Media/Press Channel B news on jobsite from 2pm to dpm F
E Perzonnel Remarks  Testing remarks F
3 s
E Contractor Information F
j: Contractor 1D: 33-3333633 Contractor Name: REFLECTIVE GUARDRAIL CO. Hrs Worked: 0.000 j
— Mbr of Supervisors: 1 Mbr Of Workers: 2 -
3 Supervisor/ F
a Foreman : Name Hrs. Worked E
4 Fa
3 Foreman 0.000 -
3 VYariable Labor: Personnel Title Aty Hrs Worked F
57 Certiied Guardrall Installer 2 0.000 e
3 Equipment:  Description Aty Qty Used Hrs. Used E
3 Ajr Compressar 2 2 0.000 2
6 1 FE

“Review” the DWR using scroll bar on the right side of the window.
The buttons on the toolbar will assist:

Next: advances the document a page

Prior: moves the document back a page

Print: sends the document to the printer.

Setup: allows the selection of another printer

Zoom: magnifies the document.

Save As: allow the selected document to be saved to another location.
Close: Closes the preview window

Rulers: When checked puts a ruler around the document in the preview screen but does
not print the ruler.

“Click” the Close & button located on the toolbar to close window
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Attachments

[  The Attachment icon will appear without a paperclip if there are no attachments
associated with the record in the currently opened window.

[  The Attachment icon will appear with a paperclip if attachments are associated
with the record in the currently opened window.

To create an attachment see training document A-2-11-1 Attaching a Document
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Material Inspection Detail window (MID)

P aaSHTO SiteManager

File Edit Services ‘Window Help

EDain Work Reports

['wF Infa. Contractors " Cantractor Equip. Daily Staff 'l Work Items i Force Accounts 1
Contract ID: |F| -90004 Ingpector:  |Update Date: ID‘I /05409
Project Nbr: [~ 3620710 Line Itm Mbr: [ 0015 Item Code:|4071-07334 Category Nbr: | 0oom
Item Desc: pCJQA-HMA, 3, 76, SURFACE, 9.5 mm Unit Plice:l $59.80000
Supp Desc 1: |
Supp Desc 2: |
Qty Reported to Date: 672350 Oty Authorized to Date: [672.360 Units Type:[ Mg
Aty Installed to Date: BV 360 Bid Qty: |754.000 Pay To Plan Qiy: []
Status: Ective Oty Paid to Date: E72.360 Current Contract Qty: |784.000

To navigate to the Material Inspection Detail (MID) window from the Work Items tab
in the Daily Work Reports window “click” in the Open Material Inspection A button
located on the toolbar.

I ansSHTO SiteManager
File Edit Services ‘Window Help

=
Contract 1D: |F| -90004 Inspector:  |Update  DWH Date: |D1.-"05.-"DS

Project Nbr: 9620710 Line Itm Mbr: | 0015 Item Code: |4D1 07334 Category Mbr: | oot
ltem Desc: RC/QA-HMA, 3, 76, SURFACE, 9.5 mm Unit Price:| $59.80000
Supp Desc 1:
Supp Desc 2:
Oty Reported to Date: [ Erzomo Oty Authorized to Date: [rzooo Unite Type:ng
Aty Installed to Date: [ ErzaE0 Bid Qty: E Pay To Plan Qty: []
Status: W Aty Paid to Date: [ Erz3E0 Current Contract Qty: E
Material Component Cont Est Matrll 5atisf Repr  Reprt Matrl Matrl Unit Conversion Contract DWH -
Oty Matrl Oty Oty Factor S&T Sample
F&WEB Prod Qual 784.000 0.000 E72.360 Mg 1.0 v [
Fa\WEE 04 784.000 0.000 E72.360 Mg 1.0 v [
OC/24 HMA 9553 62380 Mg [0 | @ | m | |
QC/0A HWA 9.5.5.4 784.000 0.000 672,360 Mg 1.0 v [
OC/04 HMA 9555 784.000 0.000 E72.360 Mg 1.0 v [
IT571-+1-Binder Content by E xtractic 0.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing
IT586-+1-Binder Content by [gnition 1.0 EO0.0 CTR -Test Results ACCP-Acceptance Testing
T166-v1-Bulk Specific Gravity of Cor 2.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing
T209-v1-baxinnum S pecific Gravity f1.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing
T269-+1-Foad Core Dienzity 20 EO0.0 CTR -Test Rezlts ACCP-Acceptance Testing
T3 2-v1-Density of HMA Specimens 2.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing
« | »

The Material Inspection Detail window:

e The top panel will display contract item information from the DWR Record Work
Item folder tab.

¢ The middle panel will display all materials associated to the Item Code, indicate
whether there are Contract Sampling & Testing requirements for the material,
and indicate whether a sample is linked to this material for this DWR.

e The bottom panel will display Contract Sampling and Testing requirement details
for the material selected in the middle panel.
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I ansSHTO SiteManager

File Edit Services ‘Window Help
=]

EMaterial Inspection Detail
Contract 1D: |F| -90004 Inspector: |Update DWH Date: |D1 A05/09

Project Nbr: 9620710 Line Itm Mbr: | 0015 Item Code: |4D1 07334 Category Mbr: | oot
ltem Desc: [C/0AHMA, 3, 76, SURFACE, 9.5 mm Unit Price:| 35980000
Supp Desc 1:
Supp Desc 2:
Aty Reported to Date: [ Erzooo Qty Authorized to Date: [Erzooo Units Type:ng
Aty Installed to Date: [ ErzaE0 Bid Qty: E Pay To Plan Qty: []
Status: W Oty Paid to Date: [ Erz3s0 Current Contract Qty: E
Material Component Cont Est Matrl Satisf Repr  Reprt Matrl Matrl Unit Conversion Contract DWR -
Oty Matil Oty Oty Factor ST Sample
F& /BB Prod Qual 784.000 0.000 E72.360 Mg 1.0 v [
Mg 1.0 v

FAWEBE. Q4 F84.000 0.000
GC/Q4 Hb 53
OC/0A HMa 9554 F84.000 0.000

v [
o o | o | W |
Mg 1.0 v [

QC/04 HMA 9555 784.000 0.000 E72.360 Mg 1.0 v [

Test Method 5 ling Rate Sampling Freq Y A 13 method Sample Type P50
ITE71-+1-Bindar Cantent by Extractic 0.0 EO0.0 CTR -Test Results ACCP-Acceptance Testing

IT586-+1-Binder Content by Ignition 1.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing

The Material Inspection Detail (MID) window will allow navigation to the Material
portion of SiteManager for:

e View Material X button will navigate to the Material Detail for the highlighted
material.

%

¢ C(Create Sample for Selected Material *~_ will navigate to the Maintain Sample
Information window for the highlighted material in the Material Component panel.

¢ Open Sample window ® button will bring up a list of samples previously
created for the highlighted material. If only one record has been created for the
highlighted Material Component that record will open.
NOTE: Only the sample records created through the DWR will be on this list.
“Click on the View Material & button located on the toolbar to view the Material’s
details.
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P ansHTO siteManager

File Edit Services Window Help

=T s ==

Tests

* Gradations

¥aMaterial Detail

Description

Full Name:

Sample Test Method
English Unit

Type Code;

Approved Material:

Material Code:

pomass Short Name: [OC/0A HME 5553
E |DE3’Q.& Ht4A 9.5mrn (3/8 in) Surface, Cat 3
[ ITME8 - HMA Recycled:[™
- |TDN [English] Metric Unit: [Megagram [S1] (et

- JOC/QA Hot Mixed Asphalt

Size Code: |9.5 mm

[ Approved Producer Supplier: [+

INDDT

Specification Reference: |4D1 .09

- Status Date: W
“Click” the Close & button located on the toolbar to go back to the MID window. Refer

to training document F-1-1-2 Viewing Material Detail.

Status Indicator: [Active

I AASHTO SiteManager

File Edit Services ‘Window Help
|m 2|4 2w

Contract 1D: IH -90004 Inzpector:  |Update

DWR Date: IDUDSJDS

Froject Nbr: 9620710 Line Itm Mbr: | 0015  Item Code: |4D1 07334 Category Nbr: | oo
Item Desc: BCaa-HMA, 3, 76, SURFACE, 9.5 mm Unit Price:[ $59.80000
Supp Desc 1:
Supp Desc 2:
Aty Reported to Date: [ Erzooo Qty Authorized to Date: [Erzooon Units Type:ng
Oty Installed to Date: [ Erz30 Bid Qty: [Fedooo Pay To Plan Qty: [ ]
Status: W Aty Paid to Date: [ Erz3s0 Current Contract Qty: E
Material Component Cont Est Matrl Satisf Repr  Reprt Matrl Matrl Unit Conversion Contract DWR -
Oty Matil Qty Oty Factor StT  Sample
F& /BB Prod Qual 784.000 0.000 E72.360 Mg 1.0 v [
784.000 0.000 E72.360 Mg 1.0 v [
w0 o ho | @ | ||
784.000 0.000 E72.360 Mg 1.0 v [
OC/04 HMA 9555 784.000 0.000 E72.360 Mg 1.0 v [
Test Method S Rate Sampling Freq Yy A tance method Sample Type P45 (
IT571-+1-Binder Content by E xtractic 0.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing
IT586-+1-Binder Content by Ignition 1.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing
T166-+1-Bulk Specific Gravity of Cor 2.0 EO0.0 CTR -Test Results ACCP-Acceptance Testing
T209-v1-baxinnum S pecific Gravity f1.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing
T269-v+1-Road Core Density 20 BO0.0 CTHR -Test Results ACCP-Acceptance Testing

“Click” on the Material Component in the middle panel that is the material for the
sample record. The material must be highlighted in the Material Component column
and the Material code and description will be populated in the new record.

NOTE: If a sample record is not created from the MID window that record will not be
associated to the DWR but will count for the Sample and Test Requirements.

“Click” on the Create Sample for Selected Material Ed button located on the toolbar
to create a Sample Record.

Refer to training document F-5 Sampling and Testing Module. But on the next page are
some examples of what is different from creating a sample record via the Materials
Management icon.
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New changes to the Maintain Sample Information window navigated from the MID.

File Edit Services “Window Help

PEE? e Qr =]

[ Basic Sample Data ~ AddiSampleDats © Cortwct . Other . Tes
Sample ID:I Status: [
Revised By:l Hevising:l Sample Date: W
Link To:| Link From: [ Log Date: [03/17/03 |
Sample Type:l ;I Acpt Meth: ISpaces LI
M aterial: |4D1 b4 34547 IQE.-"QA HMA 9.5mm [348 in] Surface, Cat 3
oOT S| |
P/S-Mnfct: | |
Type: | Cil_v:l
Prod Nm:l Geog Area: ISpaces ;I
Lot/Sublot: |
Reprezented lJl_v:l .oon | LI
Auth By: [ Auth Date: [00/00700 INDOT

“Enter” the sample information on the Basic Sample Data tab, if appropriate and Save.
NOTE: the material code that was highlighted in the MID is already populated in the

sami le record.
3 AASHTO SiteManager

File Edit Services ‘Window Help

=1 ==

¥4 Maintain Sampllrmation

" Addi Sample Data Dther

Contract

Basic Sample Data

Tests

Sample ID: IHUS1 277112346
Requested By: |

Buy American: D | Spaces

Sample Size:l |Spaces

Sample Created from DWR: [
DWR Date: ID'I /05403
DWE Inzpector: Iupdate

Creator User ID: Iupdate

Last Modified Uzer ID: |update

Last Modified Date: ID2.-"2D.-"DS

Dist from Grade: | |Spaces =l
Station: I— Offset: I— Reference: I—
Sampled me:l
Sample At: I—
Control Type:m Beginning Humber: I— Ending Humber: I—
Design Type: ISpaces LI Mix 1D: I—
Plant ID:I | Plant Type: ISpac:es—

Include Standard Remarks: D

INDOT

“Enter” Addtl Sample Data information, if appropriate.

NOTE:

At the bottom of the window the Sample Created from DWR checkbox is
automatically populated when the record is saved.

e The DWR Date is populated with the date on the DWR used to navigate to the
Maintain Sample Information when the Contract tab information is saved.

e The DWR Inspector is populated with the User ID of the Inspector who created
the DWR/Sample Record when the Contract tab information is saved.

[

saved.
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P aaSHTO SiteManager

File Edit Services ‘Window Help

ENT AR ===

" Basic Sample Data T addi Sample Data [ Contract Other ¥ Tests

Sample |F| 091277112345

Contract ID Project Line Item Code Fed State Cont Est Represented Material Reported Satisfy Rep Line
Item Prj Hbr Matrl Qty Oty Unit Matl Qty

A01-07334 |STP 3387005

NOTE: The Contract Items associated to the material selected for the sample will be
associated on the Contract tab. To save that connection to the Items and the DWR
navigate to the Contract tab and “click” Saveld.

This message will appear as a reminder if the record is not saved.

AASHTO SiteManager ]

\:\?I‘) Sample not linked to DWER because Contract data has nok been saved, Proceed?

Yes Mo |

To save the item association to the DWR through the MID “click” No and proceed to the
Contract tab and “save” the Contract Item information associated on the Contract tab, if
appropriate.

NOTE: If the Contract data is not saved the association to the DWR through the MID will
be lost. But the Sample Information record is still available thought the Materials
Management navigation

“Click” the Close & button located on the toolbar to return to the MID window.
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P aaSHTO SiteManager

File Edit Services ‘Window Help
=
Contract 1D: W Inspector: |Update DWH Date: lm

Project Nbr: 9620710 Line Itm Mbr: | 0015 Item Code: |4D1 07334 Category Mbr: | oot
Item Desc: BCaa-HMA, 3, 76, SURFACE, 9.5 mm Unit Price:| $53.80000
Supp Desc 1:
Supp Desc 2:
Oty Reported to Date: [ Erzomo Oty Authorized to Date: [rzooo Units Type:ng
Aty Installed to Date: [ ErzaE0 Bid Qty: E Pay To Plan Qty: []
Status: W Aty Paid to Date: [ Erz3s0 Current Contract Qty: E
Material Component Cont Est Matrl Satisf Repr  Reprt Matrl Matrl Unit Conversion Contract DWR -
Oty Matrl Oty Oty Factor S&T Sample
F&MW/EBB Prod Qual 784.000 0.000 E72.360 Mg 1.0 v [
i Mg 1.0 v

F&W/EBE 04 784.000 0.000

0/ Hi bow 72 w0

QC/Q4 HMA 955 4 784.000 0.000 672,360

v [
Mg o | @ | @ [ |
Mg 1.0 W u

OC/04 HMA 9555 784.000 0.000 E72.360 Mg 1.0 v [

Test Method 5 ling Rate Sampling Freq -y A 13 method Sample Type P45
IT571-+1-Binder Content by E xtractic 0.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing

IT586-+1-Binder Content by Ignition 1.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing

From the MID the user can view the list of samples created for the “highlighted”

Material Component ‘“click” on the Open Sample window ® Lutton located on the
toolbar.

NOTE: the DWR Sample checkbox is populated only if there were sample records
created through the DWR/Items tab/Material Inspection Detail (MID) window. And
only Sample Records created through the MID will appear on the list.

x
“celech
Sample 1D I
Find :
—Sample ID
Sample ID Material Code Maternial Hame Producer Supplier Code Producer Suppl

RO91277112345 A01M34547 OC/04 HMA 9.5mm (3/8 in) ]

RO31277112346 401034547 QCAQA HMA 9.5mm (343 in) Surface, Cat

(118 | Cancell

To edit or view a sample record that has been created in the MID window “double click”
on the appropriate record.
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I ansSHTO SiteManager

File Edit Services ‘Window Help

PEE? DS QR =

- Basic Sample Data 'IIM‘"IW’T"’ Tests
Sample ID: [R0S1277112346
Revised By: | Revising: | Sample Date: W
Link To: | Link From: | Log Date: IW
Sample Type: IAcceptance Testing ;I Acpt Meth: |Test Fesultz LI
M aterial: |4D1 b 34547 IQE.-"QA HtA 9.5mm [348 in] Surface, Cat 3
el |
P/S-Mnfct: | |
Type: | City: |
Prod Nm:l Geog Area: ISpaces ;I
Lot/Sublot: |
Reprezented lJl_v:| .oaa |Megagram [51] [Metric Ton] ;I Lab Control Humber: |
Auth By: | Auth Date: IW Lab Reference Number: I—
INDOT

After viewing or modifying the sample record “click” the Close @ button located on the
toolbar to close the Maintain Sample Information window and return to the MID
window.

P aasHTO siteManager

File Edit Services ‘Window Help

=]

Contract ID: |R -30004 Inspector: |Update DWH Date: Im
Project Nbr: 9620710 Line Itm Nbr: Iﬁ Item Code: |4D1 07334 Category Mbr: | oot
Item Desc: [CIDA-HMA, 3, 76, SURFACE, 9.5 mm Unit Price:| $53.80000

Supp Desc 1:
Supp Desc 2:

Aty Reported to Date: [ Egv.oo0 Aty Authorized to Date: [arooo Units Type:ng

Aty Installed to Date: [ ErzaE0 Bid Qty: E Pay To Plan Qty: []
Status: W Oty Paid to Date: [ E7z3E0 Current Contract Qty: E
M aterial Component Cont Est Matrll  Satisf Repr  Reprt Matrl Matrl Unit Conversion Contract DWH d

Oty Matrl Oty Oty Factor S&T Sample
FAMEB Prod Qual 784.000 0.000 E72.360 Mg 1.0 v [
Féy WEBE O 784.000 0.000 E72.360 Mg 1.0 v v
0 ;. N I - T
QC/04 HMA 9554 784.000 0.000 E72.360 Mg 1.0 v [
QC/04 HMA 9555 784.000 0.000 E72.360 Mg 1.0 v [ j
Test Method 5 ling Rate Sampling Freq Y A 13 method Sample Type P/5 0
IT571-+1-Binder Content by E xtractic 0.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing
IT586-+1-Binder Content by Ignition 1.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing
T166-+1-Bulk Specific Gravity of Car 2.0 EO0.0 CTR -Test Results ACCP-Acceptance Testing
T209-v1-baxinnum S pecific Gravity f1.0 BO0.0 CTHR -Test Results ACCP-Acceptance Testing
T269-v+1-Road Core Density 20 BO0.0 CTHR -Test Results ACCP-Acceptance Testing
T312-w1-Density of HMA Specimens 2.0 EO0.0 CTR -Test Results ACCP-Acceptance Testing
|

| 3
“Click” the Close & button located on the toolbar to close the MID window and return to
the Daily Work Reports, Work Items tab window.
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I ansSHTO SiteManager

File Edit Services ‘Window Help

EDain Work Reports

DWW Info. Contractors " Cortractar Equip. [raily Staff i Work ltems Force Accounts
Contract ID: |R -30004 Inspector: |Update Date: |D1 /05409
Project Nbr: [ 3620710 Line Itm Mbr: [ 0015 Item Code:|#01-07334 Category Nbr: | 0om
Item Desc: [RCAAA-HMA 3, 76, SURFACE, 9.5 mm Unit Plice:l $59.80000
Supp Desc 1:
Supp Desc 2:
Qty Reported to Date: £597.360 Oty Authorized to Date: [597.360 Units Type:| Mg
Aty Installed to Date: 672,360 Bid Qty: [754.000 Pay To Plan Qty: []
Status: Ective Qty Paid to Date: BV 360 Current Contract Qty: |[784.000
Loc Seq Mbr [Location Installed Placed Qty. |Plan Page Number |Templt Used
52 o_______Ju |
Placed Qty: | 25,000 Plan Page Nhl:l 0 Contractor: [PAVE'UM RIGHT CO ** PRIME ** ;I
Loc Seq Mbr: |1 Location: |Line 5-24 Measured Indicator,
Station Offzset Distance Station Offset Distance Lol ¢
me:l +| .DDDI | .00 TD;I +| .DDDl | 000 | N
Material Inspection Detail i’
Material Component Cont Est Matrl Oty Satisf Repr Matrl Oty Reprt Matrl Oty Matrl Unit
QCIAA HMA 95,53 754,000 0.000 672.360  Megagram (S1) (Metric Ton)
QCHA HMA 85,54 754,000 0.000 672,360 Megagram (S0 (Metric Tom)
QCIAA HMA 95,55 754,000 0.000 672.360  Megagram (S1) (Metric Ton)
CA.ClAPCE12 784,000 0.000 672,360 Megagram (S0 (Metric Ton)

~1

“Click” the Close @ button located on the toolbar to close the Daily Work Reports
window.

Force Accounts Tab
INDOT will not use the Force Accounts portion of the DWR.

B-1-1 Page 33 of 39



Copying the Daily Work Report
(Time saving step to create a new DWR)
The User can open a Daily Work Report and change the DWR Date allowing the copy
function to copy the Contractor and Contractor Equip. information recorded on the
DWR.

P aaSHTO SiteManager
File Edit Services ‘wWindow Help

(IR e DB E R

DWR Info. Contractors " Cortractar E quip. [raily Staff i ‘wark [tems ¥ Force Accounts
Contract ID: |F| -90004 Inspector: IUpdate
DWR Date: I 01/06/09
Locked: Flo
Authorized: Flo
Authorized Date: |DD£DD£DD
Mo Work Items Installed: [ Work Suspended: [
Mo Contractors On Site: [ Suspended Time: I 00:00 ﬂ
No Daily Staff On Site: [+ INDOT Resumed Time: I 0000 ill

Remarks:

Accident [« ] | spell Check |

District Staff Review
DWR Work Dperations [
-

[ |

“Click” on the Open Zbutton located on the toolbar. Scroll to and “double click” the
desired DWR to copy.

“Double click” on the DWR Date field to open the calendar.

M3 AASHTO SiteManager

File Edit Services ‘Window Help

= TR = ==

i DWH Info. Contractors ~ Contractar Equip. Y Draily Staff Y wiork ltems Y Force Accounts
Contract ID |F| -90004 Inspec_ =
Select Date
D%
January 2009
Locked: Flo S VWY RS
1.1 3
Authorized: Jio 45 6[7 8 9 10
Authorized Date: [30700/00 jEs e e e

18 19 20 11 22 I3 24
25 26 I7 218 19 30 AN

Ho Work Items Installed Work Suspended: [
No Contractors On Site SI:I il uspended Time: I 0000 ill
Mo Daily Staff On Site d Time: aca0 ﬁll
| oK I LCancel |

Remark

Accident [« ] ~|  spell Check |

District Staff Review
DWR Work Operations

= [

“Double click” on the appropriate date to create the new DWR with copied Contractor
information.
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%]
9

\"t/} Copy Conkrackor Information?

Yes Mo |

“Click” Yes to copy the Contractor’s information, if appropriate.

P aASHTO siteManager

File Edit Services MWindow Help

IEr2 DB E R

DWR Info. Contractors Contractor Equip. Diaily Staff i ‘whark [tems Force Accounts
Contract 1D: |F| -90004 Inspector: IUpdate
DWR Date: I /0709
Locked: Flo
Authorized: Flo
Authorized Date: |DD£DD£DD
No Work ltems Installed: v Work Suspended: [~
Mo Contractors On Site: [ Suspended Time: 0000 ﬂ
Mo Daily Staff On Site: [v' INDOT Resumed Time: 00:00 ﬁll
Remarks:
Accident B ~|  Spell Check |
District Staff Review
DwWR Work Dperations

The information on the DWR Info. tab must be entered as it does not copy. “Enter” the
appropriate information and Saveld.

P ansHTO SiteManager
File Edit Services Window Help

mEee DR OBE

EDain Work Reports

DR Infa. | Contractors

Contractor Equip. [raily Staff i work, [tems

Force Accounts
Contract ID: |F| 30004 Inspector: |Update Date: IU‘I 07409
Contractor Nbr of Nbr of INDOT
S upervisors Workers
PAVE'UM RIGHT CO = PRIME **

Supervizor/Foreman Hame INDOT
Foreman LI I

Perzonnel Type

Nbr of INDOT

Persong

=] 2

Labarer

“Click” on the Contractors tab. “Modify” the copied Contractors information, if
appropriate and Saveld.
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P anSHTO SiteManager

File Edit Services ‘Window Help
m®e2 |0 9@ 0B E

DWW Info. Contractors " Contractor E quip. [raily Staff i Wwork [tems Y Force Accounts
Contract ID: |F| -90004 Ingpector:  |Update Date: ID‘I A07/09

Contractor Nbr of
Supervisors

99-9939966  PAVE'UM RIGHT CO  ** PRIME *

Nbr. of Nbr INDOT
E quipment ID - Description Pieces Used

PMCI00  Pavement Marking Cart ;" 1 1|

“Click” on the Contractor Equip. tab. “Modify” the copied Equipment information, if
appropriate and Saveld.
Complete the remaining DWR, if appropriate.

B-1-1 Page 36 of 39



Creating a Daily Work Report (DWR)

Exercise B-1-1-T
Group Exercise

In the following exercise, you will create a DWR from information obtained while inspecting
PAVE’UM RIGHT Co’s work.

Log into SiteManager as update
Password: pass

Navigate from Main Panel:

“Double-Click” on Daily Work Reports (+) icon
“Double-Click” on Daily Work Reports icon

“Click” on Services located on the toolbar

“Click” on Choose Keys from the dropdown list
“Double-Click” on the appropriate Contract ID “R-90004”

DWR Info Tab

“Double-Click” on DWR Date field

Enter in yesterday’s date

“Click” on OK

“Click” on General Remarks in the scroll down menu to the left of the Remarks field.
“Click” on Remarks field enter: “Worked on both sides of Casey Road intersection”
“Click” on Save

Contractors Tab

“Click” on Contractors tab

“Click” on Contractor panel

“Click” on New button on the toolbar
“Click” on PAVE’UM RIGHT CO from drop down menu
“Click” on Supervisor/Foreman Name field
“Click” on New button on the toolbar
“Click” on Foreman from drop down menu
“Click” on Personnel Type

“Click” on New button on the toolbar
“Click” on Laborer on the drop down menu
Enter Nbr of Persons: 2

“Click” on Save on the toolbar
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Contractor Equip. Tab

“Click” on the Contractor Equip tab

“Click” on PAVE’UM RIGHT CO in top panel

“Click” on Equipment ID-Description panel

“Click” on New button on the toolbar

Select PMC100 Pavement Marking Cart from drop down list
Enter Nbr. Of Pieces: 1

Enter Nbr Used: 1

“Click” on Save on the Toolbar

Work Items Tab (work item with template)

“Click” on the Work Items tab
“Double click” on Project Number 9620710 with Project Line Number: 0077 “Pavement Message
Marking, Remove”
“Click” on New button on the Toolbar
Enter Plan Page Nbr: 22
“Click” on Contractor: PAVE’UM RIGHT CO from drop down menu
Enter Location: Line S-4-A
“Click” on Save on the Toolbar
“Double click” on Template ID: PMMRM
Station Location Information:
Enter From: 41
Enter +: 32.00
Enter CL Reference: RT
Enter Offset Distance: 15.25
Enter To: 47
Enter +: 25
Enter Offset: LT
Enter Distance: 16.00
Enter in Turn Arrow: Quantity 2
Enter in ONLY: Quantity 1
“Click” on Save on the Toolbar
“Click” on Close on the Toolbar to close the Template Window

Work Items Tab (work item without template)

“Click” on the Open folder on the toolbar

“Click” on the Select Work Item Ebutton on the toolbar

“Double click” on the Project Number 9620710 with Project Line Number 0024 Mailbox Assembly,
Single.

“Click” the New button on the toolbar.

Enter the Placed Qty of 1

Select the Contractor PAVE”UM RIGHT CO **PRIME**

Enter the Location: Smith Residence

“Click” on the Y radio button under Measured Indicator

“Click” the Save button on the toolbar
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Work Items Tab (Material Information Detail (MID))

“Click” on the Open folder on the toolbar

“Click” on the Select Work Item Ebutton on the toolbar

“Double click” on the Project Number 9620710 with Project Line Number 0015 QC/QA-HMA, 3,76,
SURFACE, 9.5mm

“Click” the New button on the toolbar.

“Enter” the Plan Page Nbr: 15

“Select” the Contractor: PAVE’EM RIGHT CO

“Enter” the Location: S-1-A.

“Click” on the Y radio button under Measured Indicator

“Click” the Save button on the toolbar.

“Scroll and click” on the Material Component: QC/QA HMA 9.5, S, 3
“Click” on View Material Detail button on the toolbar.

“Click” on the Tests tab.

What is the Test Method (#) for Certification Data?
Click” the Close button on the toolbar

“Click” on the Material Inspection Detail (MID) button on the toolbar
“Scroll and click” on the Material Component: QC/QA HMA 9.5, S, 3
“Click” on the Create Sample for Selected Material button.

What is the Material code populated in the Material field?
What is the Description to the right of the Material code?
“Click” the Close button on the toolbar.

“Click” on Open Sample Window located on the toolbar.

“Double click” on the first sample record Sample ID R091123412346.
“Click” on the Contract tab.

What is the Represented Qty listed for Line Item 0015?
“Click” the Close button on the toolbar to close the Maintain Sample Information window
“Click” the Close button on the toolbar to close the Material Information Detail window.
“Click” on Close on the Toolbar to close the Daily Work Report window
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